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1 SCHOOL FACILITY USE FORMS RETAIN THREE (3) YEAR$
THEN DESTROY.
These forms are used to request the use of a school
facility for a particular time and program and are transmitted|:
to the Board of Education for approval. The County is billed
for the period of use and occasional reference is made to
the forms.
2 GENERAL OFFICE AND CORRESPONDENCE FILES RETAIN THREE (3) YEAR;&,
THEN DESTROY.
These files contain general information, copies of
letters and memoranda, personnel information, finance forms
and other information of a housekeeping nature which has
temporary reference value.
3 PERSONNEL ACTION AUTHORIZATIONS RETAIN ONE {1) YEAR,
THEN DESTROY.
Authorization sheets record the addition or deletion of
part time and special program employees from the payroll. A copy
is retained by the Personnel Department.
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